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In this Issue: 

HELP US REVISE OUR HELP US REVISE OUR   
WEB SITEWEB SITE!!  

 
Our web site is being rede-
veloped. We want your help 
to serve you better in the 

future.  
 

Please click here to answer 
six short questions. 

 
THANK YOU! 

Important Changes to Rule 11 
Rule 11 of the ECF Policies and Procedures was modi-
fied to state that stipulations with separate orders are 
no longer e-filed.  When a stipulation and separate 
order are prepared, both documents should be sent in 
one file using the Proposed Order hyperlink in the Utili-
ties section of CM/ECF.  Remember when sent via Utili-

ties, the file must be saved using Word Perfect or Word. 
 
The exception to the above is a stipulation that requires the signature of a non-
attorney.  In that instance, the stipulation must be signed by the non-attorney, 
scanned and then e-filed as a stand alone document.  The proposed order should be 
submitted  to the judge via utilities. 

E-Filing Reminders 
 
1. Motions and re-

sponses must be ac-
companied by a brief.  
The motion and the 
brief should be one 
document.   

2. Certificates of service 
are required.  The cer-
tificate of service should be incorporated as part of 
your main document and NOT e-filed separately. 

3. The name of the attorney under whose login and 
password the document is being filed should be rep-
resented in the signature block.  An attorney who is 
not associated with a party should not e-file docu-
ments in a case until he/she makes an appearance in 
that case. 

4. Discovery documents are not to be filed with the 
court, nor are certificates of service on discovery 
documents. 

5. E-mail addresses must be included in signature 
blocks. 

 

E-Filing Tutorials Available On-Line at U.S. 
District Court’s Web Site 
 
We have developed several e-filing tutorials to help with 
specific filings.  Currently we have tutorials on: 
 
Filing Exhibits 
 
Filing Stipulated  
and Proposed  
Orders 
 
Filing Notices of  
Appeals 
 
ECF User’s Manual 
 
To access the tutorials, visit  www.mied.uscourts.gov/ECF/
default.cfm.  In addition to these tutorials, an on-line train-
ing program is offered.  You will need to enter the attor-
ney’s name and information to access the training program, 
however it may be taken as many times as needed. 
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http://www.mied.uscourts.gov/surveys/takesurvey.asp?survey_id=11
http://www.mied.uscourts.gov/ECF/Tutorial/exhibit_tutorial_32006.pdf
http://www.mied.uscourts.gov/ECF/Tutorial/Proposed_orders_tutorial_v_2.pdf
http://www.mied.uscourts.gov/ECF/images/Notice%20of%20Appeal%20Instructions.pdf
http://www.mied.uscourts.gov/ECF/images/ECF_User_Manual072805.pdf
http://www.mied.uscourts.gov/ecf
https://secure.mied.uscourts.gov/ECF/trn/oltmain.cfm


Filing a Statement of  Disclosure of  Corporate  
Affiliations and Financial Interest is Mandatory 
Local Rule 83.4 (a) and (c) states: 
 
Parties Required to Make Disclosure. With the exception of the United 
States Government or agencies thereof, or a state government or agen-
cies or political subdivisions thereof, all corporate parties to a civil case 
and all corporate defendants in a criminal case must file a Statement of 
Disclosure of Corporate Affiliations and Financial Interest. A negative 
report is also required. 
 
Statement of Disclosure. The statement of disclosure must be made on 
a form provided by the Clerk and filed, as part of the first pleading or 
paper filed by the party in this Court, or as soon as the party becomes 
aware of the corporate affiliation or financial interest, or as otherwise 
ordered by the judge to whom the case is assigned. 
 
The Statement  of Disclosure of Corporate Affiliation form is located on 
the Court’s web site in the Forms section.  For a civil case, e-file the 
completed form under the “Other Documents” category using the event 
“Statement  of Disclosure of Corporate Affiliations.  (See Below) 

Affidavits Must Be Signed and Scanned  
Affidavits that are signed by non-attorneys must be signed by the affiant and, if 
applicable, the Notary Public.   Rule 9(d) of the ECF Policies and Procedures states: 
 
An affidavit, declaration or paper containing the signature of a non-attorney 
shall be scanned and filed electronically. 
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View Documents for Accuracy 
One of the common errors that filing users make is uploading incomplete 
documents. 
 
Examples of incomplete documents: 
• Documents that contain the wrong case information 
• Documents that are not signed 
• Rough drafts 
• Documents with missing pages or duplicate pages 
• Documents scanned in upside down or sideways  
 
 

To avoid this common filing error, view your document before uploading.   Follow the steps below before uploading your 
documents to avoid this filing error. 

Step 2.  Right click on the document file name in the 
list to open a sub menu. 

Step 1.  Click [Browse…] to locate your document. Step 4. Review your document for accuracy and then click 
[X] in the upper right hand corner to close the document.  

Step 3. In the sub-
menu, click on Open 
with Acrobat. Step 5. Click [Open] to complete 

the upload process. 
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Six Months of  Mandatory  
E-Filing 
June 1, 2006, marked the U.S. District 
Court, Eastern District of Michigan’s six 
month mandatory e-filing milestone.  
Currently there are approximately 
6,000 registered e-filers.  The Court 
continues to provide tutorials, training, 
and customer support to make e-filing 
as convenient and efficient as possible.   
 

ECF Policies and Procedures 
Updated 
On May 17, 2006, the Electronic Case 
Filing Policies and Procedures were up-
dated.  A copy of these policies can be 
found on our web site.  It is important 
that these policies are reviewed every 
time they are updated to insure adher-
ence and successful e-filing. 

Instructions for Filing On-Line  
PDF Documents 
Many attorneys are e-filing State of Michigan court forms 
that are filled in on-line.   In order to assure proper filing of 
these types of forms, please follow one of the two methods 
below: 
 
A) PREFERRED METHOD: After completing the form, 
“print” the document to PDF again.  Using the full version 
of Adobe Acrobat, or a similar software: 
 1.  click the printer icon. 
 2. Select Adobe PDF in the Printer-Name field.  
Save the document with a new name and a .PDF file exten-
sion and e-file the newly converted document. 
 
B) After completing the form, print the document and run it 
through a scanner, reconverting it to PDF. 
 
If you have questions regarding this issue, please contact 
the Help Desk at 313-234-5042.    
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